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Request for Proposal Executive Summary 

Key Travel is delighted to be considered to manage The College of New Jersey travel program. Having

exclusively partnered the non-profit community for over 35 years, we have the experience and expertise to support

your program in such a way that you will be able to control it more effectively, greatly increase your stakeholder’s

efficiency, add value, and of course save money.

Advantages for TCNJ faculty/staff traveling on official College business:

Key Travel will ensure TCNJ gets the lowest and most efficient fares and accommodations. With a large network of

travel resources, TCNJ will benefit in terms of minimizing cost and maximizing travel efficiency.

Key Travel will provide travelers and travel arrangers with both offline and online booking options fully integrated with

TCNJ’s approved travel policies and processes.

Key Travel has established a corporate account for airfare and hotel reservation charges. This will minimize out of

pocket expenses for TCNJ’s faculty and staff traveling on official business.

TCNJ faculty/staff will have 24 hour access to Key Travel online portal to make and track reservations.

Key Travel will create automated workflows for bookings and approvals working with the Purchasing Department.

Key Travel will support travelers needs before, during and after the trip. Travel Managers provide assistance in case

of cancelled flights, lost luggage etc.

Key Travel has expertise in international travel and can assist with visa requirements, customs concerns in specific

countries if necessary.

The Purchasing Department will have access to reports online, this help track spending, trends and opportunities.

Roll-out and training for the campus in February 2017, online and on campus.



Your Objectives 

Financial 
Competitive pricing 

for airfare & lodging

Convenience
Eliminate 

coordination, 

research & expense 

process for staff by 

utilizing single 

source

Efficiency
Reimbursement of 

one vendor rather 

than individual staff

Authorization
Enable 

Procurement Dept. 

to electronically 

approve/decline 

Reporting
College to be able 

to obtain reports on 

travel activity  



OBJECTIVE:

Competitive 

pricing for airfare 

& lodging

Financial 

 Airfare choice – over 100 airlines
• Access to Published, Negotiated, Government tickets

• Excusive non-profit airfares with over 30 airlines – flexible, refundable

 Comprehensive hotel program with all major chains
• Partnership with Expedia – content integrated to online booking tool

• Pre-pay & pay local rates available

 Low booking fees
• Air tickets - $8 online, $25 offline

• Hotels & car rental – No fee for online



Convenience 

 One stop shop for all travel including air, hotel, car, rail & study abroad

 Online suite fully configurable with content, policy & approval integration

Convenience
Eliminate 

coordination, 

research & expense 

process for staff by 

utilizing single 

source



Efficiency 

 Fully integrated online booking tool with dedicated 

expert support for complex travel

 Mobile app to support travelers on the move

 24hr emergency support 

OBJECTIVE:

Reimbursement of 

one vendor rather 

than individual 

staff



Authorization OBJECTIVE: 

Enable 

Procurement 

Dept. to 

electronically 

approve/decline 

 Integrated policy & approval process online
• Device responsive – available on the move

 Automatic updates & alerts on major events

 Supplementary software available to support duty of care
• Pre trip briefings, traveler tracking, messaging & reporting

http://keytravel.info/t/1NU6-40OKK-F6HOYYH468/cr.aspx
http://keytravel.info/t/1NU6-40OKK-F6HOYYH468/cr.aspx


Reporting 
OBJECTIVE:

College to be able 

to obtain reports 

on travel activity  

 Management information data available online 24/7
• 18 pre-configured popular reports

• Custom reports with up to 48 data fields




